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ASSI STANT FI RE CHI EF

(Pronotional Cl ass)

DI STI NGUI SHI NG FEATURES OF THE CLASS

This class enconpasses a responsible supervisory and
adm ni strative positions, the primary duty of which is assisting
the Fire Chief in overseeing all operations of the fire
depart nment. An enployee of this class may be assigned the
duties of the Fire Chief in the Chief's absence. The enpl oyees
of this class also assist with the financial managenent of the
departnment; with managenment of personnel; managenment of
apparatus, vehicles and property of the departnent; training
enpl oyees in all areas of fire departnment operations; inspecting
bui | di ngs, structures and properties to insure conpliance with
| ocal fire prevention ordinances and state statutes; and
directing operations at the scene of a fire or other enmergency
until relieved by the Fire Chief. Assistant Fire Chiefs have
the authority to work independently in nost areas, receiving
speci al assignnents from and having work reviewed by the Fire
Chief. This class ranks directly below that of Fire Chief.

EXAMPLES OF WORK

Examples listed below are illustrative only. They are not
intended to include all duties which may be assigned, neither
are they intended to exclude other duties which may be | ogqical
assignnents to this class.

Assists the Fire Chief in managing all operations of the Fire
Depart ment . Performs the duties of the Fire Chief in the
Chi ef ' s absence. Conducts inspections of departnent operations,
eval uates the effectiveness of these operations, and takes

action to inmprove problem areas. Recommends changes in
department operations that wll help the city inprove 1SO
ratings.

| nvestigates all accidents involving departnent equipnent or
personnel, determ nes the cause, and nmakes recomendati ons on
procedures to avoid future accidents. | nvestigates conplaints
agai nst department personnel and formul ates a recommendati on for
action to be taken.

Assi sts in managi ng fi nances by accounting for noney and assets
of the departnent.

Conducts training cl asses, either in the classroom at the dril
field, or at the fire station. Prepares |esson plans, training
material, and training tests. Admnisters and grades training
tests. Evaluates the effectiveness of training to determ ne the
need for additional training or for recommendi ng change in the
training program

MC 10-28-99



MC

page 2 of 3

10-28-99



AFC page 3 of 3

| nspects buildings and collects information to be used in
determ ning that buildings conply with all state, parish and
muni cipal fire prevention and safety regulations. | nf or ms
citizens responsi ble of any violations and hazards; advises and
suggests nethods and actions to insure conpliance wth
establ i shed codes and | aws. Rei nspects buildings where
viol ations of fire codes occurred.

Supervises the preparation and maintenance of departnental
records and reports by reviewing records conpleted by
subordinates and by periodically inspecting systenms and
facilities for keeping records.

Supervi ses subordi nate departnment enpl oyees. | nspects
appearance of equi pnent and personnel. Assigns duty areas and
work schedul es, including approving |eave. Oversees and

eval uates work performance of subordinates and reviews their
reports. Provides assistance to subordinates in technical areas
of worKk.

Takes command at the scene of a fire or other energency and
directs operations until relieved by the Fire Chief. Per forns
size-up of the scene and supervises subordi nate enployees in
rescue, forcible entry, ventilation, protection of exposures,
fire extingui shnment, sal vage, and overhaul. Takes charge of all
saf ety procedures at the emergency scene. Handl es energenci es
i nvol vi ng hazardous materials. Maintains conmuni cati ons between

t he emergency scene and ot her authorized personnel. Provi des
for securing the fire scene to prevent damage or renoval of
evi dence. Collects and |abels evidence for use in fire

i nvesti gati ons.

Supervises the care and mai ntenance of departnment equipnent,
vehicl es, and property. Arranges for repairs when needed, and
inspects after repairs to insure that these were acconplished
properly. Purchases equi pnent and supplies, keeping such
purchases within the established budget. Orders and disburses
suppl i es and equi pnent.

Perforns any rel ated duties assigned.

QUALI FI CATI ON REQUI REMENTS

Unl ess otherwi se specified, all requirenents |isted bel ow nust
be nmet by the filing deadline for application for adm ssion to
the test.

Must neet all requirenments of the Municipal Fire and Police
Civil Service Law, including being a citizen of the United
States and being a qualified elector of the State of Loui si ana.

After offer of pronotion, but before beginning work in this

class, nust pass a nedical examnation required by the
Appointing Authority, designed to denonstrate good health and
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physical fitness sufficient to performthe essential duties of
the position, with or wi thout accommpdati on.
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Must be a regular and permanent enployee in the class of Fire
Captain for at least three (3) years. The enployee nust have
passed and received certificates in Fire O ficer | in accordance
to NFPA 1021, and Fire Instructor | in accordance to NFPA 1041.
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